CITY OF LOWELL
Job Posting - Anticipated Vacancy
Police Department
Please Post ~September 28, 2006
Deadline ~ October 4, 2006

Job Title: Principal Clerk - Finance Division

Department: Police Department

Salary: Min $15.3267 to Max. $17.5887 per 35 hour work week
Union: AFSCME

SUMMARY Performs under supervision a variety of standéfide procedures requiring a degree of
complex decision making and thorough knowledgéeffunction of the department.

ESSENTIAL DUTIES AND RESPONSIBILITIESinclude the following. Other duties may be
assigned.

Under the supervision of the Dept. Head, perfaawtording to standard procedures, complex clerical
duties requiring a considerable degree of deciaiah a thorough knowledge of the functions of the
department or section, or to act as working supendver a small number of employees performing les
complex phases of the work; or to take and trapsatictation and perform secretarial duties for an
administrator or section head. Investigate recdiids and resources to obtain necessary infoomati
Retrieve information and data from files and respidcluding Payroll, Service Orders, Purchase @rde
and special reports as assigned

Process forms, checks forms for accuracy and cdensss.

Answers phones, and give necessary informatiormalers, departments, public, etc.

Verify work to insure accuracy. Answers and iniggges complaints from general public; Customer
service skills. Photocopy machine, faxing, typiagnecessary.

Removing files from file cabinets and packing thieto boxes for storage.

Performs related duties as required.

May supervise lower level clerical employees ia tlowell Police Department. May carry out supesms
responsibilities in accordance with the organizasigolicies and applicable laws.

QUALIFICATIONS To perform this job successfully, an individual s able to perform each
essential duty satisfactorily. The requirementedidoelow are representative of the knowledgel, skil
and/or ability required. Reasonable accommodatiogg be made to enable individuals with disabilities
perform the essential functions.

EDUCATION and/or EXPERIENCE Minimum three years related experience and/amitrg; or
equivalent combination of education and experierggbstitutions: Successfully completed educattan a
recognized non-degree granting business schookatbhevhigh school level may be substituted for a
maximum of one year experience on the basis ofyeae of education for six months of education.
Successfully completed education towards a dedragexognized school may be substituted for a
maximum of two years of the required experiencéhenbasis of one year of education for six months o
experience.

Knowledge of supervisory experience principles prattices; Knowledge of routine office practices;
Knowledge of procedures for processing and didtirigumaterials; Knowledge of filing and retrieval
procedures; Knowledge of spelling; ability to gma data and other information;

Ability to verify and check information; abilitytfollow directions; Ability to type 30 error fregords per
minute. Data entry and word processing skills @esir

LANGUAGE SKILLS Ability to read and interpret documents suclsaety rules, operating and
maintenance instructions, and procedure manuablityAto write routine reports and correspondence.
Ability to speak effectively before groups of cusiers or employees of organization.

MATHEMATICAL SKILLS Ability to add, subtract, multiply, and divide &l units of measure, using
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whole numbers, common fractions, and decimals.litdd compute rate, ratio, and percent and tovdra
and interpret bar graphs.

REASONING ABILITY Ability to apply common sense understanding toycaut instructions
furnished in written, oral, or diagram form. Abjlito deal with problems involving several concrete
variables in standardized situations. Ability tdve practical problems and deal with a varietgarficrete
variables in situations where only limited standzation exists. Ability to interpret a variety of
instructions furnished in written, oral, diagramschedule form.

PHYSICAL DEMANDS The physical demands described here are repreisentathose that must be
met by an employee to successfully perform thergsddunctions of this job. Reasonable
accommodations may be made to enable individudls digabilities to perform the essential functions.
While performing the duties of this job, the emmeyis occasionally required to stand; walk; si& hands
to finger, handle, or feel; reach with hands amdsaand talk or hear. The employee must occadjolifal
and/or move up to 25 pounds. Specific vision aédirequired by this job include close vision taliee
vision, color vision, peripheral vision, depth pgstion, and ability to adjust focus.

WORK ENVIRONMENT The work environment characteristics described hezgepresentative of
those an employee encounters while performing ssergial functions of this job. Reasonable
accommodations may be made to enable individudls disabilities to perform the essential functions.
While performing the duties of this job, the emmeyis occasionally exposed to moving mechanicas par
and risk of electrical shock. The noise levelha tvork environment is usually moderate.

The City of Lowell is a smoke and drug free emptayed requires a physical with drug screen, and ICOR
post offer.

Qualified/I nterested individuals send resume and/or application to the Human Relations Office, Room

19 City Hall by 4:00 pm on: Deadline ~ Wednesday, October 4, 2006

EOE/AA/504 Employer
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